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Overview of the LETS System
LETS is a computer system for Berkeley Lab employees to enter their hours and the projects they charge, transferring data to the Payroll and Labor Distribution systems.  The LETS System also allows the employee's supervisor (the Approver) to review the employee's time, to make changes to it, and/or to approve it electronically.  
LETS provides information such as leave balances, active projects and pay policies.  All time entered into LETS is checked for validity.  The time records, once transmitted to Payroll, effect the Payroll System, the Labor Distribution System (LDRS) and the Financial Management System (FMS).

The LETS system provides for electronic signatures for employees and for approvers, called "employee release" and "Approval" respectively, which do away with the necessity of keeping paper records of the time entered.

LETS Roles

LETS allows a user to access its functions and view time data based on the LETS Role(s) granted to the user. To use LETS, a user selects from his/her roles, and while using the selected role, can only access data and functionality available to that role.

	Role
	Responsibility / Data Access

	Employee
	"Self-Input" - Responsible for own time entry.

Can view and/or enter data only for self

	INPUTTER
	Responsible for entering time data for a defined group of employees.

Can view and/or enter data only for their group

	BACKUP INPUTTER
	Can view and/or enter data time data only for the defined group of employees assigned to the Inputter being backed up

	APPROVER
	Responsible for approving time data for direct-report employees.

Can view and/or enter data only for direct report employees.

	BACKUP APPROVER
	Can view, update and approve time for the group of employees assigned to the Approver being backed up.

	WORK LEAD
	Can view, enter and approve time only for employees assigned to the Work Lead.

	TIMEKEEPER
	Responsible for ensuring that all time is entered for their defined group (based on the organization codes assigned to the timekeeper) for each reporting period, resolving time entry problems for their group, assigning backup approvers and inputters, assigning employees to inputters as necessary.

Can view and/or enter data only for their group

	BACKUP TIMEKEEPER
	Can view and/or enter data time data only for the defined group of employees assigned to the Timekeeper being backed up

	Payroll
	Responsible for assigning Timekeepers and Backup Timekeepers, and assigning organization codes to Timekeepers at the direction of the Divisions.  Responsible for ensuring overall that time has been entered.  Responsible for LETS training of employees, approvers and inputters, and for troubleshooting problems

Can view data for all employees

	division Business Manager or Designee
	Responsible for deciding for their division the Timekeeper and backup Timekeeper assignments, assignments of division org_codes to Timekeepers, and notifying the LETS team to effect these decisions.

	LETS Team
	Responsible for troubleshooting technical problems


How Roles are Assigned and Removed:

Timekeeper and backup Timekeeper Role
Timekeeper and backup Timekeeper roles are given to employees by the Payroll Department at the direction of each division Business Manager.  The Business Manager (or a designee) is responsible for informing the Payroll Department who should be the Timekeeper(s) for the division, who should be backup Timekeepers to each Timekeeper for the division, and which of the division’s organization codes should be assigned to each Timekeeper.  Timekeeper and backup Timekeeper roles are removed by the Payroll Department upon notification of job assignment changes or termination.  Note that a contract worker cannot be a Timekeeper or a backup Timekeeper.

Approver Role

An Approver role is given to an employee automatically by the LETS system when it detects that the employee has been set up in the HR system (HRIS) as the Supervisor of another employee.  The supervised employee is automatically assigned to the LETS Approver at the same time.  Timekeepers can neither set up Approver roles nor assign employees to Approvers.  When an employee’s Supervisor is changed in HRIS, the employee will also be automatically re-assigned to the Approver who is his new Supervisor in HRIS.  Approver roles are removed by the LETS Team upon notification of job assignment changes or termination.

A Supervisor must be an exempt Lab employee in order to be a LETS Approver.  Exceptions to this include non-LBNL supervisors at the Joint Genome Institute who are responsible for funding. Requests for exceptions must be in writing and approved, in advance, by the Chief Financial Officer or designee. 

Also, a Supervisor must have a supervisor code of 2 or 3 (supervisor or manager) in the HR system (HRIS) to be set up as a LETS Approver.  

Backup Approver Role

A backup Approver role can be given to a Lab employee by a Timekeeper at the direction of Division management.  The employee must have a supervisor code of 2 or 3 (supervisor or manager) in the HR system to be set up as a backup Approver.   Backup Approver roles are removed by Timekeepers upon notification of job assignment changes, or by the system upon termination.

A Backup Approver must be an exempt Lab employee.  Exceptions to this include non-LBNL supervisors at the Joint Genome Institute who are responsible for funding, and Business Systems and Payroll personnel who provide technical support to Approvers. Requests for exceptions must be in writing and approved, in advance, by the Chief Financial Officer or designee. 

Work Lead Role

A Work Lead role is given to an employee automatically by the LETS system when it detects that the employee has been set up in the HR system (HRIS) as the Work Lead of another employee.  The employee is automatically assigned to the LETS Work Lead at the same time.  Timekeepers can not set up or remove a Work Lead. If an employee’s assignment to a Work Lead is changed in HRIS, the employee will also be automatically re-assigned to the new Work Lead in HRIS.  Work Lead roles are removed automatically by the LETS system when a Work Lead’s status change makes him/her ineligible to be a Work Lead.

A Work Lead must be an active, exempt Lab employee in order to be a LETS Approver.  Exceptions to this include exempt non-LBNL supervisors at the Joint Genome Institute who are responsible for funding. Requests for exceptions must be in writing and approved, in advance, by the Chief Financial Officer or designee. 

Also, a Work Lead must have a supervisor code of 2, 3 or 4 (supervisor, manager or work lead) in the HR system (HRIS) to be set up as a LETS Work Lead.  

Inputter and Backup Inputter Roles

An Inputter or backup Inputter role can be assigned to an employee by a Timekeeper.  

Backup Roles

When acting in a backup role, all the information available to the role being backed up can be accessed.  For example, a backup Timekeeper can access all of the Timekeeper’s employees’ time data.

LETS Roles and Views
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LETS Roles and Responsibilities
Timely, accurate reporting of effort is a Laboratory requirement used to:

· Monitor actual performance against budget goals

· Ensure labor costs are property reported by DOE Budget and Reporting classification

· Guarantee Employees are paid correctly, and their leave accumulations are accurate


Employees are responsible for accurately reporting their effort on a timely basis and for certifying that the time entered is correct. (see RPM §3.02 Time Reporting).  Time certification by the Employee may be electronic with the use of a personal password accessing LETS or, when not possible electronically, by actual signature on a Time Sheet (provided by the Division Timekeeper during the reporting period) or on an Employee Signature Required Report (emailed to the Employee from LETS after the reporting period is closed).
Approvers are responsible for certifying the timely and accurate reporting of time entered by their employees.

Each Approver must approve all of his or her employees' time, either electronically in LETS, or on an Approver Signature Required Report (emailed to the Approver from LETS after the reporting period is closed).

In the absence of the Approver, the Approver’s backup Approver may approve time for the Approver’s employees.
If an Approver has designated a Work Lead for some or all employees, the Work Lead may approve time electronically for those employees. In the event that employee time is not approved, the Approver Signature Required report will be emailed to the Approver only, and the Approver must sign the report.
Employees and Approvers must both concur to changes and corrections to their certified time, whether accomplished through LETS or through Labor Resource Adjustments. Documented employee certification and supervisory approval is required for all time and effort corrections.

Special Note: In the event that exempt Employees work more than the normal number of hours or days, they must distribute their effort proportionally to each project worked on, based on the total time worked.  

Getting Access to LETS:

Access to LETS requires an LDAP Login (also used for Lab email and calendaring) and a LETS Role.

Contact the Help Desk for an LDAP Login if you don’t already have one.

The LETS role of Employee Self-input is set up automatically for new Employees and for re-hired Employees.
The LETS role of Approver is set up automatically for an employee’s Supervisor, as designated in the HR system.

The LETS role of Approver is set up automatically for an employee’s Work Lead, as designated in the HR system.

If you experience any problem signing on to LETS, contact letsteam@lbl.gov
Signing on to LETS:

1. Start a Web browser (Firefox or IE recommended) and enter the following web address: https://lets.lbl.gov/
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2. The LETS sign-on page will display:
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3. Enter your LDAP username and LDAP password, or enter your Employee ID and LDAP password
(NOTE: this is your email username and password),
OR
Enter your Employee ID and LDAP password
then click on the [image: image4.jpg]


 button.

4. If you have the “Employee self-input” role and only one current timecard, LETS will present your current open timecard
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5. If you have the “Employee self-input” role and more than one current timecard exists, LETS will present the Time History screen, with summary lines for your current timecards, including corrections and late time.
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6. To access the details of a current timecard, click on the Update Button next to the summary line:
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7. If you don’t have the Employee Self-input role, but do have the Approver, Backup Approver, Inputter or Backup Inputter role, LETS will present the Time Summary screen, with summary time lines for your employees’ current timecards:
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Getting around in LETS (Navigation):

LETS navigation is done via a drop-down role menu and green function tabs at the top of each screen which are particular to the screen, as shown below:
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Click on the drop-down Role menu to switch between the different roles you may have in the system:
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Click on the green function tabs to select the screen you would like to see:
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Click on the Help link to access the LETS Home Page containing this help document:
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Click on the Contact Us link to send an email to the LETS support team letsteam@lbl.gov.
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Click on the Sweep Dates link to check upcoming Sweep dates:
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Click on Logout to exit LETS.
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Monthly Time Entry

Monthly Time Entry  - Overview

The Monthly Time Entry screen is used to enter time for employees who are paid monthly and who report their time monthly.  This screen is used by monthly reporting employees to enter or modify their own time if they have been given the LETS Self-input role.  The Monthly Time Entry Screen can also be used by Approvers, Work Leads and Timekeepers to enter or modify time for their monthly reporting employees.
The Monthly Time Entry Screen displays general information about the employee at the top of the screen.  It has a single open Entry Line for entering time.  After an entry has been recorded, it will be displayed in the Multiple Display Line Area, and may be modified or deleted.  The Monthly Time Entry Screen also displays current leave balances and time entry totals.

New data can only be entered in the open Entry Line.  When the Add button is pressed, time data entered in this line will be saved, displayed in the Multiple Line Area and reflected in the time entry totals sections.  The Entry Line will be cleared to allow entry of more time. You must press the [image: image16.jpg]


 button to record the entry
The Monthly Time Entry Screen validates the time data entered according to Laboratory requirements.   Some examples of time data validations are validation of project id for open status, validation of total hours entered per month, validation of earnings types, etc. 

There are 2 types of monthly paid, monthly reporting employees:

· Basis 4 - report time in days, in half day or full DAY increments (.50, 1.0, 1.5, etc.)
· Basis 5 - report time in hours, in quarter-, half-or full-HOUR hour increments (.50, 1.0, 1.50 etc.)
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Monthly Time Entry - Entering Time

The Monthly Time Entry screen displays all previously entered time entry lines for the open reporting period in the multiple-line display area.
The Entry Line has the default Earnings Type "R" (regular time) and your default Shift filled in.  There are fields to enter Project ID, Leave Date and Days worked.  There is an [image: image18.jpg]


 button on the far right side of the Entry Line.
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Entering Work Time:

To add a new work time entry, enter the Project ID to which your work should be charged and the number of Days worked (Basis 4) or Hours worked (Basis 5) on the Entry Line.  Do not enter a date.
Click on the [image: image20.jpg]


 button to add the new time entry. The newly added time entry will be displayed in the Multiple Line Display Area  

IMPORTANT NOTE:
When you click on the [image: image21.jpg]


 button, the time entry is saved and totals are recalculated.  In LETS, there is no SAVE button.  The Add, Update and Delete buttons will immediately save the changes, add to totals and adjust balances as necessary.

 

To change the Earnings Type, select from a drop-down list of valid Earnings Types.
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Project ID is required. Project ID is validated against open projects that can accept labor charges.  If the entered Project Id does not pass this validation, the entry will be displayed in red with the project description “INVALID PROJECT
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Project IDs in open timecards are re-validated by a batch process each night. This batch process will remove the red highlighting and display the Project ID description if an invalid project later becomes valid (is opened, or modified to accept labor).
Entering Leave Time:

If you select a Leave earnings type, such as E (employee sick) or V (Vacation), the Project ID field will be populated automatically by the system.

A valid date must be entered for Leave time taken.  Enter a valid date, or click on the calendar button next to date entry field and click on a date in the pop-up calendar to select it.
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Leave time added will automatically decrement the appropriate leave balance.

IMPORTANT NOTE:
A date is only required for LEAVE time taken.  Do not enter a date for regular time.

See Monthly Time Entry - Multiple-Day Leave for more information on entering leave time.

Monthly Time Entry - Modifying or Deleting a Time Entry

To modify a time entry that was previously added, click on the "Modify" button next to the time entry line.
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Clicking on the Modify button will open the line to be modified.  Enter your changes and click on the Update button to save your changes.  Click on the Cancel button to cancel your changes.
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Monthly Time Entry - Releasing Your Time

After you have finished time entry for the period and do not need to make any changes, you should "release" your time entry.  To release your time, click on the Release button on the Time Entry Screen 

[image: image27.jpg]D LIE|T|S|Lite

Welcome James T.Kirk »Roles: | Employee
Enter Time. Emplovee Information View Time History. Maintain Favorites.
Time Entry

Kirk, James T 283601  YourPercentTime: 100%  Your Approver: Chapel Christine  Your Work Leac:None  Your TimeKeeper: Crusher Beverly

Time for Period ending 04/30/2010 [EL 1 or2 DT Release
B Viork Days in April: 2200/ Time not Released
Eamings Type shift ProjectiD April Days
[R-Regular time [ =] [ ]
Eamings Type sttt Project D April Days
PrefilRegular ime 1 302540 Employee Systems [ veiete |
Vacation 1 221402 Vacation o1 050 [“veiete |
Empi SickLeave 1 356001 Employee sickleave 0 BRI oaiy | veicte |
Fmiy Sick Leave 1 356001 Family sick leave o7 BRI oary | velete |
Reguiartime 1 302550 Financial Systems PION vioairy | veiete |
Reguiartime 1 302540 Employee Systems XA oary | velcte |
Leave Balance (In Hours) Time Record Summary
Vacation sick Family Sick Taken Eamings Type Days
87.50 8400 800 Family sick leave 100
Employee sick leave 100
Regulartime 1950
Vacation 050

Total 2200





A Confirmation dialog will prompt you to confirm the release.  Click on the Confirm button to release your time.
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After you have released your time for the period, an UnRelease button will be displayed on the screen.  You can “un-release” an open (unswept) timecard that has not been approved or modified by an Approver or Timekeeper, then make changes and re-release it. Contact your Approver or Timekeeper if changes need to be made to a time record after it has been approved or modified (“locked”).
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Monthly Time Entry - Prefilled Time

The Monthly Time Entry screen displays a single row for Prefilled time data if a prefill project has been set up for an employee by his/her timekeeper.

A Prefilled time entry is a row of "regular" time data created by the system when a time card is created.  For a full-time employee, the prefill line will charge all of the regular time (hours or days) for the month (excluding holidays) to the "prefill project" set up by the timekeeper.  For a part-time employee, the prefill line will charge a percentage of the regular time (hours or days) for the month (excluding holidays) to the "prefill project" set up by the timekeeper, according to the part time employee’s percent-time.
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A Prefilled time entry is set up by the timekeeper for convenience in time entry.  It is generally used for employees who usually charge all or most of their time to a single project.  The Prefill time entry line is an actual time entry.  If no changes are made to the time card, the Prefill time entry will be swept as if it had been entered by the employee.
If additional time entry lines are added to a time card containing a Prefill time entry line, the time charged to each additional line will be deducted from the Prefill time entry line total.  Subsequent modification to additional time entry line totals will be reflected in the Prefill time entry line total.
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You cannot modify the Prefill time entry line.  However, it can be deleted by clicking on the “Delete” button on the Prefill line.
After a Prefill entry for a time period has been deleted, nothing will be displayed in the Prefill line, and the decrementing behavior associated with prefill will be discontinued.  Deleting a Prefilled time entry in a time period will have no effect on prefill in subsequent time periods.

Monthly Time Entry - Holiday time

In months that have a Laboratory holiday, the system will create a time entry line for each day which is a holiday.  The amount of time in the holiday time entry line depends on the employee's percent time and reporting Basis.  A full time employee (Basis 4) will have 1.0 day on a holiday time entry line. 
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A 50% employee (Basis 5) will have 4.0 hours on a holiday time entry line, a 60% employee will have 5 hours, etc. Employees under 50% time are not eligible for holidays 

Only Shift on a Holiday time entry line can be modified on a Holiday time.  For other changes to a Holiday time entry line, contact your Timekeeper. 
Monthly Time Entry - Multiple-Day Leave

Multiple Day Leave Entry allows full-time Monthly paid employees who enter their time in days (basis 4) to enter multiple contiguous days of the same leave type on one time entry line.  LETS assumes that the date entered is the beginning date for the leave and will make a time entry line for each day of leave, and determine each leave date.  In doing so, it will skip over weekends and holidays.
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For example, if a Basis 4 employee enters 4 days of vacation time (earnings type=V) beginning on April 1, 2010 (a Thursday), LETS will create four time entry lines, one for each day taken, and will deduct 32 hours (4x8 hours) from the vacation balance
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Note that no time entry lines were created for the weekend days April 3rd and 4th.
Multiple-Day Leave MUST be entered in whole day increments.  If you attempt to enter a partial day multiple-day entry (e.g. 1.5 days), a pop-up warning message will display and the half day will be dropped.
Weekly Time Entry

Weekly Time Entry - Overview

The Weekly Time Entry screen is used to enter time for employees who report their time weekly. The screen can be used by weekly reporting employees to enter or modify their time if they have been given the LETS Self-input role.  The Weekly Time Entry Screen can also be used by Approvers to enter or modify time for their weekly reporting employees. 

The Weekly Time Entry Screen displays general information about the employee at the top of the screen, has multiple time entry rows controlled by a scroll bar in the center of the screen, and has sections displaying current leave balances and time entry totals.  Data can only be entered in the time entry rows, and time data entered in these rows will be reflected in the time entry totals sections. 

The Weekly Time Entry Screen validates the time data entered according to Laboratory requirements.   Some examples of time data validations are validation of project id for open status, validation of total hours entered per month, validation of earnings types, etc. 

Weekly reporting employees (Basis 2) report time in hours.  They must record their time in quarter hour increments (.25, .50, 1.0, 1.25 etc.).  They may record up to 8 regular hours (Earnings Type "R") per day.  Entry of Overtime (Earnings Type "O") is required when time for a single day exceeds 8 hours, or when total time for the week exceeds 40 hours. 


Enter Weekly Time

Upon entry, the Monthly Time Entry screen displays all previously entered time entry lines for the open reporting period in the multiple-line display area.
The single enterable time entry line has the default Earnings Type "R" (regular time) and the default Shift "1" (day shift) already entered for you.  There is an “Add” button on the far right side of this line.
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The Weekly Time Entry screen allows you to enter time for more than one day on a single time entry line that is to be charged to the same Earnings Type, Shift and Project ID.  Time units should be entered under the day when the time was worked.

Your time should be reported time in quarter hour increments (.25, .50, 1.0, 1.25 etc.).

To add a new time entry, enter Project ID and an entry in hours under each day worked for the Project.

[image: image36.jpg]— ) LETELie

ERNEST ORLANDO LAWRENCE BERKELEY NATIONAL LABORATORY

Time Entry

Kirk, James T - 283601

Basis 2-Reporting weekly, hi-weekly paid Job Class 2603 Percent Time 100

Org. Code ICISH-HRIPayrall Systems Phone 510/486-5102 Payroll Status Active as of 07/22/1991
Time Records for Period ending 05/31/2003 Releass
Earnings Type shift  Class Praject ID S Mon  Tue  Wed Thu Fri sat  Options
FRegulartime ¥ [17] [1E] [nzsa [ | N [ IE| W

Eartings Type shift Class  Projectid Description S Mon Tue Wed Thu i Sat Total Options
Haliday [ 36011 Holiday 000 800 000 000 000 000 000 800
Time Record Summary
Eamings Type S Mon Tue Wed T Fi  Sat  Total
Holiday 000 800 000 000 000 000 000 8.00
Leave Balance (in Hours)

Vacation 750 Sick 2050 Family Sick Taken 300





Click on the Add button to add the new time entry. The newly added time entry will be displayed in the multiple-line display area.
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IMPORTANT NOTE:
When you click on the Add button, the time entry is saved and totals are recalculated.  In LETS, there is no SAVE button.  Any action button such as Add, Update or Delete will immediately save the changes, add to totals and adjust balances as necessary.

To change the Earnings Type, select from a drop-down list of valid Earnings Types.
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Project ID is required. Project ID is validated against open projects that can accept labor charges.  If the entered Project Id does not pass this validation, the entry will be displayed in red with the project description “INVALID PROJECT”
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If an invalid project later becomes valid (is opened, or modified to accept labor), the system will display the Project ID description and remove the red highlighting.

Weekly Time Entry - Modifying or Deleting a Time Entry

To modify a time entry that was previously been added, click on the "Modify" button next to the time entry.
[image: image40.jpg]— ) [LIET Lite
ERNEST ORLANDO LAWRENGE BERKELEY NATIONAL LABORATORY
»Roles: [Employee

Enter Tim;

Time Entry
ik, James T 263601

Basis 2:Reporing weeky, bi-weekly paid JobClass 2603 Percent Time 100

Org.Cote ICISHHRPaOl Systeris Prore StoMsBSI02  PawoliStatus  Acte as of 0712211881
Time Records for Period ending 05/31/2003 Release
Eamings Type st ciss Project D S Mon  Tw  Wed T Fi Sa  Options
FRegulartme 7] [E [E T [ [ [ [ [ [ [ =

EamingsType  Shift Class  ProjectiD Description Sin Mon Tue Wed Thu Fi Sat Tota Options

Holigay [ sseott Holiday 000 800 000 00 000 000 00 800
Requlartine T a02540 Is5C8- HRPayol 000 225 300 000 500 450 0.00 1475 [N TN
Requartine T abedst  INVALIDPROJECT 000 500 000 000 000 000 000 800 Wm
Time Record Summary
Eamings Type S Mon T Wed T i Sat Tt L
Hoigay 000 800 000 000 000 000 008 w00

Regular time 000 1025 300 000 500 450 000 2278





Clicking on the Modify button will open the line to be modified.  Enter your changes and click on the Update button to save your changes.  Click on the Cancel button to cancel your changes.
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Weekly Time Entry - Releasing Your Time

After you have finished time entry for the period and do not need to make any changes, you should "release" your time entry.  To release your time, click on the Release button on the Time Entry Screen
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A pop-up box will prompt you to release your time.  Click on the "OK" button to release your time.

[image: image43.jpg]Microsoft Intemet Explorer

2

=1 DO YOU WANT T0 RELEASE THIS TIME RECORD |=
>» Selecting OK- consttutes s legal signatue.

>» Lse of lectiaric signalure by ancthet i forbidden and may resul in discplnary acton.





After you have released your time for the period, you will no longer be able to access that time record for update.  Contact your Approver or Timekeeper if changes need to be made to a time record after you have released it.

Weekly Time Entry - Prefilled Time

The Weekly Time Entry screen displays a single row for pre-filled time data if a prefill project has been set up for the employee by his/her timekeeper.  A prefilled time entry is a row of "regular" time data created by the system when a time record is created.

For a full time employee, the prefill line will charge all of the regular time for the week (excluding holidays) to the "prefill project" set up by the timekeeper.  For a part time employee, the prefill line will charge a percentage of the regular time for the week (excluding holidays) to the "prefill project" set up by the timekeeper, according to the part time employee's percent-time.
You cannot modify the Prefill time entry line. However, you can delete it by clicking on the Delete button to the right of the Prefill time entry line
A Prefill time entry is set up by the timekeeper for convenience.  It is generally used for employees who usually charge all or most of their time to a single project.  The Prefill time entry line is an actual time entry.  If no changes are made to the time record, the Prefill time entry will be swept as if it were entered by the employee. 

If additional time entry lines are added to a time record containing a Prefill time entry line, the time charged to each additional line will be deducted from the Prefill time entry line total.  Subsequent modification to additional time entry line totals will be reflected in the Prefill time entry line Total.


Weekly Time Entry - Holiday Time

In weeks which have a Laboratory holiday, the system will create a time entry line with Earnings Type "H" and project id "356011" containing hours for each day which is a holiday.  The amount of time in the holiday time entry line depends on the employee's percent time and reporting Basis.  A full time Basis 2 employee will have 8 hours for each holiday.  A 50% Basis 2 employee will have 4.0 hours for each holiday.

Holiday time entry lines can only be modified by a Timekeeper

Weekly Time Entry - Enter Leave Time

Leave time is entered by specifying a leave Earnings Type, such as "V" (Vacation), "E" (Employee Sick) or "F" (Family Sick), and entering hours under the day the leave was taken.

Select the leave Earnings Type using the drop-down list.

The Project ID for a leave earnings type will be populated by the system. 

For each Vacation time entry line entered, the total hours on the line will be deducted from the employee's Vacation Balance. 

For each time entry line of Employee or Family Sick Leave entered, the total hours on the line will be deducted from the employee's Sick Leave Balance.

For each time entry line of Family Sick Leave entered, the total hours on the line will be added to the employee's Family Sick Leave YTD total.

Time Approval - Overview

LETS allows for electronic approval of current timecards, and for late and corrected timecards  for assigned employees. 
As an Approver you will be able to:

· Approve your employees' current, late and corrected time online 


· Modify or add current time information for your employees


· View time information for previous reporting periods

An Employee is assigned to you for time approval based on your designation as his/her supervisor in the Human Resources Information System (HRIS).
When you log on to LETS, you will be presented with your assigned employees' open (unswept) current timecards and open late and corrected timecards if they exist.  You may approve the open timecards in LETS before the end of the current reporting period, which eliminates any requirement to sign and maintain paper documents.  Your electronic approval of time replaces your signature on any document.

LETS will validate projects, vacation and sick leave balances and certain time reporting policies automatically.

You can review an individual's time entry, and approve time on an individual basis, or you can approve time for all of your employees who have released their time at once (“Approve All” option)  NOTE that “Approve All” only approves employee-released time – it does not approve un-released time which includes late or corrected time.  Unreleased time must be approved on an individual basis.

Once you have approved the time entry for an employee, the employee will no longer be able to access that time record.  This prevents the employee from changing the time record after it has been approved.  You can unapprove the time record if further changes are needed by the employee. 

If you do not approve your employees’ timecards online, LETS will generate a document, the Approver Signature Required Report, after the close of the reporting period.  A separate Approver Signature Required Report will be created for each instance of un-approved time for each employee, and emailed to you.  Each Report must be printed, signed by you and returned to the Employee’s Timekeeper, who is listed on the Report.

Time Approval –Approver

As an Approver you will be able to:

· Approve current time for your employees

· Modify or add current time for your employees
· Approve late and corrected time for your employees


If you do not approve timecards online, LETS will generate a paper document after the close of the reporting period for your signature.  This document will list your employees and the time charged.

Once you have approved time for an employee, the employee will no longer be able to update that time record.  This prevents the employee from changing the time record after it has been approved.  You can un-approve the time record if further changes are needed.

If you have the “Employee self-input” role, LETS will present the default screen showing your current timecard.

Click on the drop-down Role menu to select the Approver Role:
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LETS will display a summary of the current time card for each of your employees.

Click on the Update button to display detail of the current time for each employee.
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You can enter and/or modify timecards as necessary before approving.  If you make changes to an employee’s time record, your changes will lock the employee (and the employee’s timekeeper) out of the time record, and any subsequent changes will have to be made by you.  The employee will have to sign an Employee Signature Required Report to signify agreement with the changes you made.  The Timecard Status Line will show “Modified by Approver”.


After verifying that the current time detail is correct, click on the Approve button to approve the timecard.
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A message “Time Approved successfully” will appear briefly, and the “Approve” button will be replaced by the “Un-approve” button.  The timecard status line will show that the timecard was approved.
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You can use the List buttons to move through your list of employees’ time records.


Approving Time for Employees with Work Leads

If one or more of your employees has been assigned to a LETS Work Lead for time approval, the Time Summary screen will not initially present their open timecards - it will present open timecards for your employees without work leads.
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 To see the timecards for your employees with Work Leads, click on the [image: image49.jpg]Include Work Lead Employees



 button:
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The Time Summary screen, will display a summary line for each open timecard for each of your employees.  
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 button will display, and can be used to toggle back to your list of employees without Work Leads. 
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Time Approval - Backup Approver
As a backup Approver you will be able to:

· Approve current time for the employees of the Approver you are backing up
· Modify or add current time for the employees of the Approver you are backing up
· Approve late and corrected timecards for the employees of the Approver you are backing up
To access your backup Approver role, Click on the drop-down Role menu to select the Backup Approver role:

[image: image53.jpg]B,
Payrall

me History
System Administrator
~ Search Criteria
Frequency End Date Range(MM/IDDYYYY)
[&r ~] [c#/z0/z010-0pen_v] to [o4/30/z010-0pen_ ] [ searcn
Basis EMRelease  Approval  Employee Reg.Tine  OT vac. sick Other Total
04302010 Open 4 283601 KIRK,JAMES T 14400 00 3200 000 o000 17600 [TZEEN

w2000
005 ey | 4 263601 KIRK JAMES T w0 oo om om o ooo JIEN




Click on the Backup drop-down role menu to select the Approver you are backing up:
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LETS will display the Time Summary screen, showing a summary line for each open timecard for the employees assigned to the Approver you are backing up:
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Review employee time and approve as appropriate (See Time Approval – Approver for more detail)
Time Approval – Work Lead

As a Work Lead you will be able to:

· Approve current time for your assigned employees

· Modify or add current time for your assigned employees
· Approve late and corrected timecards for your assigned employees
To access your Work Lead role, click on the drop-down Role menu and select the Approver Role:
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LETS will display the Time Summary screen, showing a summary line for each open timecard for the employees assigned to you:
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Review employee time and approve as appropriate (See Time Approval – Approver for more detail)
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